
  



OUT-OF-STATE TRAVEL APPROVAL REQUEST 
STD. 257 (REV. 4/2012) 

 

INSTRUCTIONS 
 

Requests for Approval of Out-of state Travel (Std. 257) replaces the FA-0257. The form was 

issued by the Department of Finance and the Governor’s Office is requiring all Out-of-State 

(OST), Out-of-County (OCC) and Bordering State travel requests be submitted for approval 

using this form. 

 

Section 1: 

 Name, Title, Division and Department of employee traveling. 

 
 

Section 2: 

 Document Number – This number will need to be obtained from the Department’s OST 

Coordinator. 

 Date – The month, day and year for which you are completing the form. 

 Agency – Business, Transportation & Housing (BT&H). 

 
 

Section 3: 

 Purpose of Trip - Be specific. If the trip is a conference or committee/panel meeting, 

include the name of the meeting and the panel number. 

 
 

Section 4: 

 Absence Dates - Include all travel and meeting dates. 

 Expenses Not to Exceed - Sum of air fare, other transportation, lodging, per diem. Be 

sure the amount matches the approved amount in your blanket and the justification. 

Conference fees are not budgeted for out-of-state travel. When included on the TEC, the 

cost must be charged to Object Code 7077. 



 Location - Show start destination and trip destination and return destination (Example: 

Sacramento to Washington D.C. and return to Long Beach, CA) 

 

 
 

Section 5: 

 Fund - If the trip is to be paid by Caltrans please type in the full name of the fund -State 

Highway Account. Other sources of funding include the Public Transportation and 

Aeronautics. For trips funded by others please enter the full name and note if the trip is 

reimbursement: Federal Trust Fund or trips paid for by others will need to be identified 

(e.g., AASHTO, TRB, NCHRP). When the cost of the trip is to be shared between the 

State and outside organization, include the percentage or actual dollar amount to be paid 

by each. A letter by sponsoring organization confirming funding for the trip must be 

attached to the form FA-0257. 

 

 
 

Section 6: 

 Requested By - Signature of District Director or Deputy Director. 

 

 
 

Section 7: 

 Mission Critical Travel – Please check all the boxes that apply to the trip. 

 
 

The following sections are not to be completed by traveler. 

 

Section 8: 

 Department Director and Signature - The designee from the Director's Office will review 

the request and provide approval. 

 

Section 9: 



 Agency Secretary and Signature - Signature required for all trips not approved in Travel 

Blanket or for Bordering State travel that exceeds 5 days. 

Section 10: 

 Authorization - Authorization is required from the Governor's Office on all travel not 

included in your District or Division's blanket including Bordering State travel that 

exceeds 5 days. 

 

The approval process has changed. The employee completes sections 1 through 7 on the form, 

prepares a trip justification and includes any additional background information regarding the 

trip (such as invitations, emails, agendas, etc.). The package is submitted to the District/Division 

Out-of-State Travel Coordinator and will be reviewed for completeness and then sent forwarded 

to the Statewide Out-of-State Travel Coordinator for Departmental approval. 

 

FA-0257, trip justification and any additional background information regarding the trip are to be 

submitted to the Statewide Out-of-State Travel Coordinator at least two weeks in advance of the 

trip and must be approved prior to the trip taking place. (Note: Out-of-Country trips must be 

submitted at least four weeks in advance as they require approval by the Agency and the 

Governor's Office if they are not included in your Blanket.) 

 

The TEC Unit will audit the Travel Expense Claim in accordance with the Department of 

Personnel Administration (DPA) travel policy rules and regulations. The TEC Unit completes 

the Funding Breakdown and then forwards a completed copy of FA-0257 to the District/Division 

Statewide Out-of-State Travel Coordinator Travel Coordinator. 
 

 


